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PART | DEPARTMENT OF PERSONNEL SERVI CES 17.074
STATE OF HAWAI

Cl ass Specifications
for the C ass:

PERSONNEL PROGRAM MANAGER

Duties Summary:

Manages a maj or personnel services functional area involving
t he pl anni ng, devel opnent, controlling, and coordi nation of
operations and integration with all other functional areas; and
perfornms other duties as assigned.

Di stingui shing Characteristics:

A position in this class, within the central personnel
agency, is responsible for the managenent of a nmajor personnel
services functional area both as to basic objectives and | ong-
range program plans, as well as the conduct of operations and
activities. The basic character and broad scone of the area with
its inherent inpact and consequences relative to all other
per sonnel managenent functions of the State and the i ndependence
of managenment of that area are of crucial consideration in the
al l ocation of positions to this class. Wrk is perfornmed under
general adm nistrative direction and in accordance with broad
obj ectives and personnel nanagenent phil osophy.

Extensi ve contacts are for the purpose of devel opi ng and
mai ntai ning a cl ear understandi ng of the principles, concepts,
policies, and practices underlying a major functional area of
per sonnel managenent services. |In personal contacts, a strong
| eadership role is evident.

Exanpl es of Duti es:

Pl ans, prograns, directs, and controls a mgjor functional
area of statew de personnel managenent; participates in overal
di vi sional planning and integration of prograns; devel ops and
mai nt ai ns operating and adm nistrative procedures within the
broad framework of |egal and agency standards and requirenents;
formul ates and recommends broad policy; clarifies, interprets,
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applies, and secures conpliance with | aws, rules and regul ati ons,
policies, and procedures; confers and consults with other
technical staffs of the departnent; devel ops work prograns and
projects and inprovenents in activities and operations; controls
and assures the effective inplenentation and conduct of
activities; devel ops a conprehensive program plan and formul at es
budget requirenents; plans and conducts staff neetings; prepares
operational and other reports; recommends changes in organization
structure; takes |eadership in dealing with appellate and

enpl oyee groups and representatives; prepares and issues speci al
instructions for non-routine and conpl ex assi gnnents; sets
performance standards and revi ews performance eval uati ons;
recommends personnel needs, changes, and actions and directs and
participates in staff training; may serve as relief in the
absence of a division chief.

Know edge and Abilities Required:

Know edge of: The functions and organi zati ons of State
governnent; personnel managenment and | abor rel ations concepts,
nmet hods and procedures, including organizational and functional
relationships within the public sector; pertinent |aws, rules and
regul ations, policies, and directives; public and private sector
trends and practices in personnel nmanagenent and | abor relations;
princi ples and practices of public adm nistration; principles and
practices of supervision and nanagenent.

Ability to: Manage a major personnel services functional
area; devel op an operating budget and plan and organi ze program
work activities; deal effectively with others in informational,
appel l ate, and other situations; speak and wite clearly and
conci sely; direct and oversee the work of others.

This is an anmendnment to the specification for the class
Per sonnel Managenent Specialist VIl approved on January 17, 1973,
due to incorporation of managerial level in EMCP in accordance
with Act 254, SLH 1980, and a change in title to PERSONNEL
PROGRAM MANACER effective October 1, 1982.

DATE APPROVED: 9/ 20/ 82

DONALD BOTELHO
Di rector of Personnel Services
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The code nunber for the class Personnel Managenent
Specialist VIl was changed from2.872 to 17.074 and the class was
i ncorporated in the Excluded Managerial Conpensation Pl an
effective July 1, 1981, in accordance with Act 254, SLH 1980.



